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PURPOSE

This program is to serve as an educational aid and is to be used in conjunction with the personalized safety training for the purpose of securing uniformity, avoiding misunderstandings, preventing accidents, and promoting effective safety operations.

An employee has a proper attitude when he/she demonstrates a readiness and willingness to apply safety know-how in all work situations. There are, of course, other factors that characterize a proper safety attitude. These include: the willingness to report or correct unsafe conditions; self-initiated efforts to contribute to the safety know-how of others; and the submission of suggestions to improve the safety of working procedures. These things all reflect an employee’s safety attitude. However, it is important to stress again that the ability and readiness of an employee to safety know-how stands out as the core ingredient.

The Superintendent is responsible for the safety of his employees and, as part of his duties must monitor the workplace for unsafe conditions, employees for unsafe actions, and when necessary take prompt action to eliminate any hazards.

The Borough’s policy is aimed at minimizing the exposure of our employees to health and safety risks. To accomplish this objective, work practices and procedures have been established to help prevent injuries, accidents, and property damage and to help ensure that all employees can do their job safety. Borough Council has insured the implementation of this program by devoting the resources necessary for training by forming a JIF Safety Committee. The Committee composed of management and employees develops procedures for identifying and correcting hazards. Borough Council will support initial and ongoing training for employees and supervisors, and has implemented a disciplinary policy to insure that safety polices are followed.
BENEFITS OF SAFETY

The most obvious benefits of working safely include:

» Freedom from injury, or even death;

» Freedom from temporary or permanent loss of earning power;

» Freedom from serious disciplinary action;

» Increased productivity and less waste;
» And finally, working safely adds to an employee’s overall reputation as a good worker who is cooperative, and such a reputation has many advantages.

HEALTH AND SAFETY POLICY STATEMENT

Within the Department of Public Works, our safety objective is to continue, year by year, a reduction in the number of occupational injuries and illnesses. It is therefore our Department’s goal to plan and conduct our operations in such a manner as to provide the highest degree of safety for our employees and the public.

The policy of this Department is that the first consideration in the performance of all work shall be the safety of our employees and the public. All reasonable methods, procedures, and equipment necessary to achieve this end must be used. There will be no compromise with safety.

We will continue our efforts to equip ourselves with the knowledge of safe methods, and shall train our employees in the safe way of doing each job. We shall see that protective devices, guards, and apparel are readily available and used when necessary, and will continue to maintain high standards of sanitation and housekeeping in all active working areas, for it is only through our ability to improve working conditions that we will be able to maximize productivity while reducing accidents and injuries.

In addition, we will not forget the most important ingredient for safety success. It is your ability, willingness, and readiness to apply your safety know-how in all situations that call for such an application. Good safety practice must be carried out accordingly as an essential part of our everyday work habits. Together as a safety team, we can improve the quality of life for all employees.

_________________________________________



_________________________

Thomas Ryan








Date

Superintendent, Department of Public Works & Sewer

PROGRAM RESPONSIBILITIES

Management/Supervision:

» Authorize the necessary resources for accident prevention.
» Ensure that all members of management, including supervisors are held accountable for accident prevention activities and managing the safety process.

» Enforce the use of safe-work practices and housekeeping policies.

» Set a positive example by following prescribed safe work practices when in the field.
» Constructively correct unsafe behaviors.

» Take the appropriate action to correct unsafe conditions in a timely manner.

» Ensure that all employees have been issued the proper personal protective equipment before beginning their job functions.

» Ensure that all employees are properly educated on general and specific safe work practices before beginning their job functions.

» Hold regular meetings discussing safety and health topics.

» Conduct a thorough accident analysis when occupational injuries and illnesses occur and recommend corrective action.

» Listen to employee suggestions and concerns regarding safety issues and give feedback in a timely manner.

» Create an avenue for employees to report unsafe conditions/behaviors to their supervisor.

» In accordance with the Burlington County Joint Insurance Fund (BCJIF), periodic safety inspections will be conducted as well as Job Site Observations. The PWD Superintendent will also attend the quarterly Borough of Palmyra JIF Safety Committee meetings.
The Superintendent is responsible for new hire orientation. (See Borough of Palmyra Personnel Policies and Procedures Manual Supervisory Supplement, Processing and Orientation of New Employees Procedure, pg. 15)

Employees:

Each PW employee is expected, as a condition of employment, to work in a manner which will not cause injury to him or to those with whom he works. It is important to the concept of safety that each employee understands that responsibility for his own safety is part of his job requirement.

This Department’s total injury prevention program cannot be achieved unless employees are dedicated to the prevention of accidents. All employees play an important part in making the job a safe and healthful place in which to work.

Employees should:

» Follow all department rules and regulations and safe work practices. (See Borough of Palmyra Personnel Policies and Procedures Manual, Rev Date 10/09/2012, pg.: 118)

» Actively participate and listen during safety educational sessions.

» Wear and maintain the personal protective equipment provided. 

» Use safety equipment provided to perform your job functions.

» Report unsafe conditions and unsafe behaviors immediately your supervisor. (See Borough of Palmyra Personnel Policies and Procedures Manual, Rev Date 10/09/2012, pgs.: 118 -120)
» Demonstrate personal safety awareness and concern for the safety of your co-workers. 
Reporting Accidents

Reporting accurate facts about accidents (no matter how minor the injury) will help to make sure that the injured employee receives the prompt medical attention needed. In addition, any reports of unsafe conditions will help assure that a potentially dangerous situation is avoided.

It is important to remember that every accident, no matter how slight, contains a lesson. Even a “near-miss” if unreported, we can be sure that no one, except possibly the individual to whom it happened, learned anything from the accident. At best, only one learned from the unreported accident. At worst, no one learned. What exactly is bad about this? It means that the cause or causes, whatever their nature, which operated to produce the unreported minor injury are free to operate again to produce more injuries, perhaps even more serious ones. That is why employees are encouraged to report all accidents.

An employee who is involved in an accident, who damages Borough equipment, or who damages the equipment of other persons in the performance of his/her duties must immediately report the accident and/or damage to his/her Department Head and the local police. No matter how minor the accident, or whether it involves property, other vehicles or personal injury. An accident that results in injury to the employee must be brought to the attention of the Administrator or designee to facilitate compliance with health and safety regulations.

Seriously injured employees should not be moved until medical personnel examine the injured. If hospitalization is required, the employee should be accompanied by his supervisor, if possible.

When any Borough motor vehicle or equipment is involved in an accident, a police officer MUST be called to the scene. All pertinent information shall be given to the police officer and a motor vehicle accident report completed.

Failure to report accidents shall lead to disciplinary action. To report an accident see Borough of Palmyra Personnel Policies and Procedures Manual Rev Date 10/09/2012, pg. 170.
MAIN CAUSES OF ACCIDENTS

• Improper Tools or Equipment

Employees are responsible to know and use the proper tools for the job being done.

• Strain/Overexertion

Many injuries are the result of excessive strain or overexertion. These are particularly common when one tries to do a two-man job.

• Fall at Ground Level

Many accidents involve a fall on the same level. This is usually the case when an individual slips or trips to the ground.

• Method Not Suitable

A safe workman knows the correct method of performing a job. If an employee is in doubt as to how to do a job, the supervisor must be consulted.

• Protective Equipment Not Used

Employee must use all safeguards and protective equipment as required.

• Rules and Instructions Not Observed

Rules and procedures are essential for smooth and effective operations. Suggestions are always welcome but before deviating from the established rules, an employee must consult the supervisor.

• Lack of Proper Instructions and Maintenance

Machinery, tools and operating equipment shall be inspected before and during use. Necessary repairs shall be reported to the supervisor immediately.

• Contributory Negligence

Employees must think about the other fellow employees and not allow carelessness or neglect to endanger co-workers.

• Inattention

Employees shall keep their minds actively on the job. Daydreaming, worry and horse play have no place on the job.

• Mental and Physical Condition

Employees must maintain good mental and physical condition and be alert: not being physically fit and mentally alert can contribute to accidents.

• Housekeeping

A large percentage of reportable hazards can be classified as "poor housekeeping". The purpose of good housekeeping is to establish and maintain clean, orderly working conditions to assure maximum safe use of the work area and to eliminate fire hazards. It is essential to good safety performance, and is an excellent indicator of the safety attitude of both you and your supervisor.

Spot checks shall be performed a supervisor to see that the Departments housekeeping standards are maintained. Superior work/housekeeping habits and a safety attitude will help employees and the public.

• Lack of Communication

Poor communications often cause accidents. Employees shall communicate effectively with every employee connected with the job being done to prevent accidents. Employees must know (not guess) what the "other guy” is going to do. A wrong guess can result in injury to employee as well as the "other guy".

• Medication

Employees must advise their supervisor if they are taking medication that might affect the safety of the operation or co-workers.

• Attire

Employees must maintain uniforms in a good state of repair and wear them properly. Shirts shall be buttoned and tucked in, especially around moving machinery.

REPORTING UNSAFE CONDITIONS
Employee observations can be extremely important to preventing accidents. Many times, an accident may result from a condition that employees were aware of, but did not report. If an employee notices an unsafe condition in his or her work area, that employee is required to report the information immediately to the supervisor. Once the condition is reported, the supervisor must take the necessary corrective action. (See Borough of Palmyra Personnel Policies and Procedures Manual, Rev Date, 10/09/2012, pg. 120)
Reporting Unsafe Conditions and Defective Equipment:

1. Employees must immediately report unsafe conditions, defective equipment or any other situation 
they judge to be unsafe to their supervisor.

2. The supervisor will investigate these situations and take corrective action if necessary.

3. If the supervisor cannot complete the necessary corrective action unassisted, he or she must notify the

    Borough Administrator.
GENERAL SAFETY RULES

Employee’s Role 

• Each employee is responsible for being familiar with and observing safety rules and safe practices and procedures pertaining to his work. Violators of safety rules will be subject to disciplinary action.

• Each employee shall conduct himself in his daily work so that he causes no injuries to himself or other employees working around him or any damage to Borough, public or private property or equipment. When directing others, he is responsible to see that they observe safety rules.

• Each employee must use the safety devices and protective equipment required for safely performing his work, and insures they are in proper working condition.

• Only authorized and qualified personnel shall operate equipment and only when certain they know what they are doing.

• When conditions arise, either before starting a job or during progress of any work, which in the opinion of the employee makes it unsafe to proceed, the supervisor shall immediately be notified.

• All safety equipment issued is the property of the Borough of Palmyra. Any misuse or misappropriation of this equipment will lead to disciplinary action.

• Safety is usually a matter of common sense. Employees shall use it always. Intentional disregard of safe practices, rules, instructions or welfare of fellow employees has no place in any organization and employees who do so will be subject to disciplinary action.

• Before using any poisons to kill rats or insects, be sure you understand the hazards. Follow instructions carefully; use gloves, respirators and other required protection when mixing and handling. Wash hands and face thoroughly before eating. Store poisons only in clearly labeled containers (never in soda bottles, etc.), in a locked cabinet, away from food or eating-places. Keep a record of where poison bait is placed so it can be checked and picked up.

• Each PW employee, whether elected, appointed, permanent, temporary, or seasonal is required and expected to follow PW safety policies and procedures.

• Each employee shall be given a copy of the general safety rules and enforcement procedures by his or her supervisor and be made familiar with all other policies and procedures applicable to his or her situation contained in this Prevention Program.

Supervisor’s Role:

• It is the responsibility of the Superintendent and Supervisors to enforce all safety rules.

• All supervisory personnel are required to observe the rules set forth and enforce compliance with these policies and procedures by their employees.

• If there is a difference of opinion as to the interpretation or applicability of any safety policy/procedure, the Superintendent will make the decision.

•If an employee feels unable to safely complete his/her assigned work, duties, the employee must report this information to his/her immediate supervisor.

SAFETY TRAINING
When an employee does a job, his activities involve him directly with objects which surround him and make up his environment. It is important that each and every employee receives training in safe job procedures that are essential to the work he/she will be performing. This includes the new or inexperienced worker, as well as the older, more experienced worker.

The job may require him to use tools or to operate equipment. He may have to handle materials or operate a machine. Even when he does not deal with the environment in such direct ways as these, he always has a close physical relationship to what is around him. It is therefore very important that every employee understand the hazards inherent within his working environment and the safe job procedures that will help him avoid these hazards.

Primary data and subject matter will include the teaching of:

Hazards: Each employee must understand and be informed about the hazards inherent in the working procedures and in the physical environment. The worker must be reminded continually of these hazards so that he/she is easily able to identify and “red flag” any and all hazardous situations.

Safety Rules and Regulations: The employee must know the safety rules and regulations appropriate to the work that is being performed, and be trained to work safely. Compliance is necessary for protection against the hazards. 
Recent Accidents: Each employee must also be kept informed of recent accidents relating to his/her work. This serves to strengthen hazard awareness and to motivate safety know-how.

In addition to these areas, anything that directly or indirectly helps prevent injury is proper subject matter for training.

Who is responsible for safety training?

Safety training is the primary responsibility of the superintendent. The superintendent knows the jobs, the hazards involved, the safety rules and regulations applicable to the work being performed, and the employees who are doing the work.

The superintendent can rely on BCJIF training courses or an outside training vendor.

PROPER JOB INSTRUCTION

The Superintendent (or designated representative) will implement the following guidelines when giving you proper job instructions. He/she will:

• Explain the importance of doing the task properly, giving step-by-step instruction on how to perform the task and inform you of the personal protective equipment that must be worn.

• Show the proper procedures and answer any questions.

• Let the employee perform the task, while watching carefully to correct any procedure done incorrectly.

• Check back from time to time to see if the job is being performed correctly.

SAFETY MEETINGS

The Public Works Department relies on Safety Outlines to provide a “Toolbox Talk” meeting. The average length of a toolbox talk meeting is 10 to 15 minutes. The subject matter for these meetings are provided by the Superintendent based on current safety needs.

Additional annual training will be performed in accordance to POSHA requirements.

A knowledgeable employee may be utilized as the safety facilitator. All employees assigned to work at this designated work site must attend. All employees in attendance will review subject matter and sign for attendance. A copy of all training will be forwarded to the JIF Safety Coordinator.

Training Classes should include:

» Bloodborne Pathogens

» Defensive Driving

» Fall Protection

» Fire Extinguisher Training

» First Aid/CPR

» Hearing Conservation

» Lockout/Tagout

Most of these training classes are offered free of charge through the BCJIF.

METHODS TO IDENTIFY AND CONTROL HAZARDS

Each Public Works facility must have workplace analysis methods in place to identify and control hazards in their facilities. These methods include safety audits for unsafe conditions and unsafe behaviors and job safety analysis.

The purpose of workplace analysis is to recognize existing and potential hazards, identify employees at risk, and to establish control measures. Workplace analysis is a continuous process to recognize, identify, and control workplace hazards.

The primary tool for analysis will be the JIF Facility/Equipment Safety Checklists:
• Public Works Department Safety Checklist

• Parking Lot Safety/Security Checklist

• Specific Equipment: Emergency Generators Checklist, Equipment Periodic Inspection Checklist, Lawn Mower Periodic Inspection Checklist

• Life Safety Checklist

• Pesticide Operations / Storage Safety Checklist

• Pumping Stations Checklist

• Playground Safety Checklist

• Field Facilities Checklist

• Recycling Area Checklist

• Special Facilities Safety Checklist

• Beach, Boardwalk and Bike Path Checklist

• Baseball/T-Ball and Softball Fields Checklist

JOB HAZARD TASK/OPERATIONS

SAFETY IN THE GARAGES

• All garages must be equipped with fire extinguishers, which shall be checked for deterioration and leakage every year. All fire extinguishers are to be recharged at least once a year and after use. Fire extinguishers shall be tagged to show the date of last inspection and recharge. The annual check shall be the Borough's responsibility.

• If a fire extinguisher is used, it is not to be placed back on its bracket until it has been recharged. The supervisor must be notified of any fire extinguishers that have been discharged.

• Employees shall keep the floor clean (grease, oil, etc.).

• Good housekeeping shall be observed in all areas. The supervisor in charge is responsible for inspecting his garage at least once a week, to ensure that any unsafe conditions are corrected. Avoid floor hazards, such as oil, grease, debris and tools, which can cause falls or fires. Special attention shall be given to rest rooms.

• Employees shall not use extension cords, which have faulty insulation or connections nor overload circuits. All extension cords shall be of three-wire type.

• All electrical power tools must be grounded when in use.

• Employees must not allow gasoline to stand in open containers. Canned gasoline must be in approved containers stored in proper location.

• Commercial cleaner must be used to wash automotive parts and equipment. Never use carbon tetrachloride, gasoline, or other hazardous materials for this purpose.

• Employees shall not wear oil or gasoline soaked clothing.

• Used oil or paint rags shall be placed in approved metal containers.

• Employees must be careful not to get clothing caught when working near moving machinery. Proper clothing must be worn. Hair must be neatly trimmed or a hair net must be worn.

• Employees shall always wear safety goggles or face shields while collecting glass, operating chainsaws or wood chippers or performing other operations where there is a likelihood of flying particles.

• Employees shall give special consideration to eye protection when working under equipment.

• Employees shall not leave heating and cutting torches unattended when lighted. Fuel cylinders shall be secured in upright position at ALL times with protective caps or collars in place.

• Precautionary measures must be taken in the disposal of used pressurized containers. Any instructions given on the container must be followed.

• Employees must not inhale the mist from paint spray guns. Masks must be used.
• Smoking near paint spraying operations is strictly prohibited.

• Employees must not leave motors running when filling gasoline tanks and must keep the hose nozzle in direct contact with tank to guard against static electricity igniting fumes.

• Smoking is prohibited within or near any container filled with fuel.

• Welding or soldering on a tank or container which previously contained gasoline or flammable material is prohibited until it has been thoroughly washed with water and the cap or lid removed.

• Employees shall never, under any circumstances, use compressed air to clean clothes, hair or person.

• Eye protection must be worn whenever portable air compressor is used.

• All containers of FLAMMABLE, TOXIC AND CORROSIVE MATERIALS MUST BE CLEARLY IDENTIFIED BY LABELS ON THE CONTAINERS. The labels shall not be placed on a removable cap or the bottom of the containers.

• Employees shall not operate internal combustion powered equipment when it is running in closed area without adequate ventilation or facilities for removing exhaust fumes.

• Employees shall not operate any equipment until all protective guards are in place.

• Employees shall not grease or oil equipment while it is in motion.

• Blocks or jacks shall be used while working under any part of a piece of equipment that is hydraulically controlled.

• Emergency exit doors at all garages shall always be unobstructed and maintained in good operating conditions.

• All compressed gas cylinders should be racked and chained in carts, or chained to walls and posts to prevent their being accidentally knocked over.

• Carry or store small quantities of gasoline or other flammable solvents only in a safety can. Do not use it to wash hands or clothing.

• Do not attempt to lift heavy parts by yourself. Ask someone to help you, or use a hoist, jack or other lifting device.

• Never overload hand operated or electric hoists. Always check capacity before using.

• When inflating a tire, turn your face away from it. Never hold the tire between your legs. Always use a safety cage when inflating tires equipped with lock rings.

• Keep repair shops adequately ventilated to protect against exposure to hazardous concentrations of carbon monoxide gas; move any equipment with engine running to the outside or attach a hose to the muffler leading to the outside.

Vehicle Operation
The drivers of Department vehicles and equipment are expected not only to obey traffic rules and regulations, but also to help make the streets and highways safer by their carefulness and courtesy. All drivers must be properly licensed by the state in which they live, and must have the approval to operate any Borough vehicle from their supervisor. Only in cases of emergency will other than regularly assigned employees be permitted to drive. Any/all changes in license status (i.e. suspension, etc.) must be immediately reported to your supervisor. You must remember:
• Concentrate on driving. A good driver dismisses worries and anger when he enters the vehicle.

• Wear seat belts, and instruct your passengers to use them where provided. 

• The employee must carry his driver's license with him when operating a motor vehicle and conform to Title 39 of the New Jersey Motor Vehicle Law. (See Borough of Palmyra Personnel Policies and Procedures Manual, Rev. Date 10/09/2012, pg. 46)
• All driving on streets and highways is governed by state and local traffic laws. BOROUGH EMPLOYEES DO NOT HAVE SPECIAL TRAFFIC RIGHTS.

• As a matter of courtesy and safety, Borough employees shall give the right-of-way to others at all times and should never press for the right-of-way.

• Allow no more than two employees in the front seat (excluding vehicles with only two front bucket seats).

• All Traffic signs must be obeyed.

• Employees shall not park vehicles so that the view of any traffic signs or intersections is obstructed. It is essential that the view of a STOP sign never be blocked.

• Employees shall never drive when sick or excessively fatigued, or when not fully alert and capable of driving safely. Never take drugs, consume alcoholic beverages, or strong medications before driving. Remember that drugs, illness or extreme fatigue may affect your ability to judge distances, speed and driving conditions and slow your reaction time

• Employees who hold Commercial Driver’s License (CDL) should review Borough policy and procedures. (Borough of Palmyra DOT/CDL Alcohol Policy:  Alcohol and Drug Free Workplace pgs. 135-138 & Drug and Alcohol Policy for Employees Required to Possess a Commercial Driver’s License (CDL))

• Responsible employees shall take all precautions to assure that unauthorized persons cannot start parked equipment.

• Employees shall not attempt to dispose of a bee or other insect in the cab while the vehicle is in motion. The employee must pull onto the shoulder and stop the vehicle.

• The employee shall keep the vehicle under control at all times.

• No equipment shall be operated on the traveled roadway "against" traffic except when one-lane traffic is maintained by flagmen.

• When a vehicle is operated in reverse, the operator must be certain that the movement can be made safely. If one or more men accompany the driver it is the duty of one man to assist the driver by flagging traffic and directing the movements of the vehicle. This flagman will take a position from which his signals will be seen by the driver but will not expose him to oncoming traffic or the backing vehicle.

• The coasting of motor vehicles out of gear is prohibited.

• If it is necessary to park vehicles on opposite sides of the road, there must be an interval of at least three hundred feet (300') between the parked vehicles. Never stand on the pavement to talk with the driver of a vehicle parked on the shoulder or stand between parked vehicles.

• If it is necessary to drive slowly, use the right shoulder and amber warning lights and amber dome lights.

• Slow moving equipment such as loaders, mowing equipment, etc. must have and use amber flashers and/or amber dome lights.

• Vehicles setting up lane closings must always unload and place the equipment traveling in the direction of traffic.

• Do not park on a hill or on a curve with limited sight distance. When parking, remove the ignition key, put transmission in the lowest gear, set the parking brake firmly, turn the front wheels toward the curb or chock at least one rear wheel if parked on a hill.

• Vehicle drivers and operators shall get out of the vehicle on the curbside.

• The driver shall never allow his truck to be overloaded. Loads must be trimmed before leaving loading area (dirt, sand, gravel, etc.).

• The driver shall never permit cargo of any description to be carried, which will extend beyond the sides of the truck body.

• Should it become necessary to carry cargo, which extends beyond the tailgate, red flags must be attached to the end of the load.

• Should the load require the support of the end gate in an open or horizontal position, the load shall be properly secured with chains or ropes.

• It is the driver's responsibility to complete a safety checklist and sign for the vehicle. All deficiencies whether safety related or not, must be reported. Once the vehicle leaves, the driver is solely responsible for the vehicle.

• No one shall ride on the hood, engine, fenders, top or sides of cab.

• No one shall ride in any position where arms or legs hang over the sides of the truck body or tailgate.

• No one shall be allowed to get off or on any equipment while it is in motion. No one shall ride any equipment, which is not designed for passenger service.

• Drivers and operators of equipment will be held responsible for equipment in their charge to see that it is always in safe operating condition. Employees are responsible for inspecting their equipment for defects. Employees must conduct a pre-operational inspection to verify the vehicle’s condition. Defective equipment must be tagged out and not used until the defects are corrected or the equipment is replaced.
• Windshields and windows must be kept free from dirt.

• To prevent your feet from slipping off the brake or clutch pedal(s) while driving keep your footwear free of mud, grease, or snow. Replace all worn rubber pedal covers for safe operating.

• Extreme caution must be exercised when overtaking or approaching a school bus. Under no circumstances will you pass a stopped school bus that is picking up or discharging passengers.

• Employees shall always give turn signals well in advance. Four way flashers and/or any other caution lights on the vehicle must be used when operating in a stop and go fashion, or moving slowly.

• Fluid levels must be checked before operating any vehicle. If fluid levels are low the supervisor must be notified.

• Always limit vehicle speed so that there is clear space and time for an emergency stop. Remember that at high speed, drivers have less time to think and act in an emergency and afar greater distance is required to stop.

• Before stopping or changing direction, plan ahead of time, signal early and slow down gradually to give the drivers following a chance to change pace and act accordingly.

• Avoid "tailgating"; use safe following distances.

• Keep alert at railroad crossings. Make sure you have clear view of the tracks.

• When driving in city traffic be alert for mistakes or unexpected actions of others, drive more slowly and keep alert for pedestrian and cross traffic.

• When driving at night, keep the windshield clean, keep to the right, avoid looking into the headlights of oncoming vehicles, and use lower beams.

• Drive at speeds which permit stopping within visibility range of your headlights.

• Keep headlight beams depressed to reduce the reflected glare caused by fog, rain or wet pavement.

• If involved in an accident, call the police and notify your supervisor immediately. Each vehicle should carry an Incident Report form (See Borough of Palmyra Personnel and Polices Manual (Rev. Date 10/09/2012, pg. 131) to be filled out by the driver involved. This vehicle accident report form must be completed for any accident involving a vehicle in service, which results in death, personal injury, or property damage, regardless of who was hurt, what property was damaged, or who was responsible. If an employee is injured, an employee injury form must also be completed. 
Material Handling and Storage 
All PWD employees must follow safe work practices for lifting and material handling designated below. When lifting assists are provided, employees must use the equipment available. The purpose of establishing these procedures are to prevent common injuries associated with material handling, including strains, struck by and slips/falls.

Lifting From a Seated Position:

Bending from a seated position places tremendous strain on your back. Also, your chair could be unstable and slip out from under you. Instead, stand and move your chair out of the way. Squat and stand whenever you have to receive something from the floor.

Material Storage:

Materials that are improperly stored can lead to objects falling on workers, poor visibility, and create a fire hazard. A good housekeeping program will reduce or eliminate hazards associated with improper storage of materials. Examples of improper storage include: disorderly piling, piling materials too high, and obstructing doors, aisles, fire exits and firefighting equipment. 

Remember these points:


• Know the safe way to lift.


• Get a secure footing, feet about shoulder width apart.


• Bend at the knees and get a firm hold.


• Keep the back straight and as nearly upright as possible


• Lift gradually by straightening the legs, keeping the back straight.


• Avoid twisting the body or awkward positions.


• Use the same procedure in reverse when lowering a load.

• Always ask for assistance in handling heavy loads or loads of ungainly shaper or size. When two or more are lifting or carrying a load, be sure all act together to prevent throwing the load on one.

• Wear personal protective equipment such as safety shoes, goggles, gloves and aprons as needed.

• Keep hands away from pinch points; such as between walls and objects being handled, to prevent crushed fingers and hands.

• Use the proper equipment for moving or lifting the load — such as hooks, ropers, slings, levers or mechanical devices.

• When cutting wire or metal straps, stand clear so the flying ends will not strike you. Warn others of danger. Wear goggles and gloves.

• Make sure the path through which you must move material is free of traffic, tripping hazards and other dangers.

• When piling materials for storage, make sure the base is firm and level. Cross tier and keep piles level and not stacked too high. Keep aisles to exits and fire equipment clear.

• Beware of open flames or hot surfaces when handling flammable materials.

LADDER SAFETY
Serious injury resulting from falls from ladders and stairs occur frequently in the workplace. Some of these accidents result in death. These injuries often occur because of improper ladder use. Therefore, all PW employees are required to use ladders in a safe manner and follow all safe work practices written below.
Portable Ladders:

Portable ladders must be the proper selection for the job. Ladders are to be used primarily for climbing and not working from. If an employee needs to work at heights, a scaffold or scissor lift must be used instead of a ladder.

Ladders must also be of sufficient capacity rating for the job. The duty rating is the maximum safe load capacity of the ladder. This includes the weight of the user, clothing, tools and materials. 

Ladder Inspection:

Most ladders, through different in type, have the same safety requirements. Prior to each use, the ladder must be inspected for:
• Cracks, splits or deterioration of side rails.

• Broken or split rungs or cleats

• Spreader is in good condition

• Automatic locks

• Ladder is free of grease, oil and slipping hazards.

Safe Use of Ladders:

Excessive paint will cover defects and should not be used on ladders. Ladders in storage should be protected from damage and kept out of high traffic areas.

• Ladders must extend three feet above the landing surface. If this is not possible a grab rail must be put in place to assist in mounting and dismounting the ladder.

• When erecting a ladder, the base should be out one foot for every four feet in ladder height. Both side rails need to rest securely against the top support.

• The ladder must be secured to prevent slippage.

• Ladders cannot be used for anything other than their intended purpose and are designed for single-person use.

• Metal ladders are not to be used near electricity.
• Ladders may never be used in the horizontal position to form a walkway.

• Ladders can not be tied together to provide a greater length.

• Ladders must be erected on level, stable surfaces.

• Always face the ladder when climbing up or down it and use both hands to hold on.

• If a ladder is to be used near a door to traffic area barricades or guards must be put in place.

Remember: If you are working in close proximity to any type of power line, it is important to take the necessary precautions to protect yourself from electrocution. A metal ladder is an excellent conductor of electricity. Whether at work or home, use ladders safely.

GUARDS AGAINST PINCH POINTS

In everyday operations there are many pinch points. Sometimes we don’t even think about these hazards. Here are a few to consider:

• Closing doors on equipment, car and even office or shed doors.

• Closing tailgates and adjusting tailgate chains.

• Operating equipment, guarded and unguarded.

Ways of guarding against pinch points include:

• Wear gloves which will help to protect the hands and fingers.

• Never remove equipment guards. 

• Take your time and make sure hands are clear before shutting doors and tailgates.

• Operate equipment in the proper manner, using handholds.

STREETS AND HIGHWAYS

• Do not attempt to operate any power equipment, such as sweepers, rollers, graders or bulldozers without proper instruction and authorization.

• Keep clear of power equipment, especially when at the rear where operator cannot see you. Do not get caught in a position where it can strike you without warning.

• Do not overload trucks so that materials can fall off into streets. Make sure loads are properly secured and do not project where they can strike other cars or workmen.

• Do not ride on trucks or other equipment unless they are designed for this purpose and you are authorized to do so.

• Traffic sign repair and replacement: Wear gloves, watch footing and surroundings for uneven surfaces. Ensure proper footing to maintain balance when straightening posts. When straightening a post, be careful that it does not snap off and strike workers. Watch for pinch points. When pounding posts, the individual holding the post should ensure that his/her hands will not get hit if post is missed.
• Wear gloves and long sleeves when handling cement to keep it off your skin, especially during hot weather when the skin may be moist with sweat. Wash thoroughly to prevent rashes and cement poisoning.

• When using hot asphalt or oil for surfacing, protect hands with gloves. Wear sturdy shoes and heavy trousers with close fitting cuffs to protect against splashes.

• Use barricades and warning signs to protect your work area.

• When painting centerlines, parking or crosswalk markings on pavement, make sure warning signs are set out to slow down traffic at least 300 feet away. A flagman is desirable on any heavily traveled road.

• If assigned duty as a flagman, keep a close watch on approaching traffic and give clear signals to stop (arm and flag horizontal), or to proceed (motion without flag). Keep clear of traffic.

• Do not wash hands with gasoline, thinners or other drying solvents. The use of protective creams before starting work is recommended.

• When working in the hot sun, keep your head covered, wear a shirt, and keep as cool as possible.

• Know what poison ivy, oak and sumac look like. When working around such vegetation, wear long pants, a shirt with long sleeves and gloves. Avoid burning it. Wash thoroughly after exposure.

• When handling calcium chloride, which can cause skin, nose and throat irritation upon contact or inhalation, keep hands as dry as possible, and keep clothing well buttoned. Do not wipe face with hands. Do not dump the material in a manner that raises a cloud of dust. Wash thoroughly.

• When using weed or insecticide sprays follow the manufacturer's directions closely and wear the personal protective equipment recommended or provided.

• When pothole patching, work shall be done in a direction from the centerline to the shoulder; NEVER CROSS THE CENTERLINE INTO OPEN TRAFFIC LANE.

• Should it become necessary to leave an unfinished job for the night, the work area must be protected with adequate lighting and barricades.

• Safety hats must be worn at all times while placing pipes and during all construction work.

• Workers employed on or near streets or highways shall wear safety vests so that on coming traffic is aware of their presence.

• All excavations of five feet (5') or more in depth must be made safe in accordance with Section II of the State of New Jersey Construction Safety Code. If the trench is five feet (5') or more, it must be braced. If room permits, the trench may be sloped on a one to one basis (one foot out for every one foot of depth).

Street Sweeping, Sweeper Cleaning

• Operators must attend general stormwater pollution prevention training.

• Operate the sweeper in accordance with manufacturer’s recommended practices.

• Do not exceed safe operating speed.

• Make sure brushes and water spray hoses are functional before leaving yard.

• Fill water tank daily or as needed.

• Replace brushes according to manufacturer’s recommendations.

• Always decant sweeper wastewater into the sanitary sewer, do not wash down any street or curb for routine cleaning.

• Scrape out left over debris from the hopper after use.

• Always implement proper Best Management Practices (BMP’s) to prevent stormwater pollution.

SEWER SAFETY

• Ladders must extend from the bottom to two feet (2') above the top, for all trenches more than five feet (5') in depth.

• All trenches five feet (5') in depth (or over) shall have shoring under State of New Jersey Safety Code — Section II. Screw Jacks may be used.

• Men working on sewer construction projects or sanitary sewer flushing or maintenance are required to wear long sleeve uniform shirts for safety purposes.

• Pumps and other equipment present electrical shock hazards because of wet conditions. Make sure all equipment is effectively grounded and kept in good condition.

• Do not remove the rubber mats used in front of any open panels. Keep high voltage enclosures locked. It is a good practice when pulling switches not to stand directly in front of the box in case of an explosion.

• Keep guards over pump couplings and keep clear when operating so that clothing does not catch in couplings or on protruding keys.

• Do not try to handle chemicals or purification equipment unless you fully understand the operation and wear the necessary protective equipment provided. Keep masks and other equipment in good working order.

• Always follow all appropriate PW Material Safety Data Sheets (MSDS) safety procedures before, during, and after the job. Be careful not to contaminate clean areas or other people, and follow the proper instructions for disposing of all chemicals, contaminated rags, throwaway containers, work clothes, brushes, and utensils.

• It is important to note that hazardous materials DO NOT have to be dangerous if your handle them properly.

• Safety hats shall be worn at all times while engaged in construction.

• Safety goggles or face shields and shoe safe guards shall be used when using air compressors. Use of earplugs is recommended.

• No excavation will be made until underground excavations is called and cleared.

• For working street manholes precautionary measures must be used at all times as to traffic.

• At least one man shall be at the top of a manhole at all times when a second man is inside in case of emergencies.

• There will be no jumping across any trench. A plank 2' x 8" in thickness shall be laid across the trench to walk on and doubled if necessary.

• No smoking shall be allowed in any sewer or manhole. Smoking is a potential source of ignition for any flammable vapors.

• Hands will be washed after working with sewerage. Soap requiring no water rinse will be available for field use.

• Workmen entering sewer ten feet (10') in depth (or over) shall wear safety belts. Two men must be at top of manhole.

• The supervisor must ensure that a first aid kit is available for use in case of an emergency.

• All sewer employees should become knowledgeable of existing safety equipment, both its operation and use.

• All manholes and pump stations must have the air tested before entering.

• Fresh air blowers must be employed before any manhole is entered.

Line Jetting

The Palmyra PWD is responsible to maintain Borough lines keeping them free from blockages. When sanitary overflow requires PWD field response, removing of blockages is accomplished by the jetting of effected line. Jetting uses high pressure water through a sewer line to help unclog it from blockage.

The following precautions should be observed and appropriate actions taken when PWD use jetting equipment.

• Education in the source and control of Bloodborne Pathogens.

• PPE should include but not be limited to: Rubber gloves include leather gloves, safety glasses and hearing protection.
• Provide adequate traffic control to avoid collision with traffic

• Should manhole entry be necessary this will be consider confined space entry. NO Palmyra PWD personnel should attempt confined space entry.

• Exposure to gases from lines/manholes due to inadequate ventilation.

• Contact with jetting equipment under high pressure.

• Falling into manhole due to inadequate isolation.
• Back injury due to improper lifting techniques.

SNOW REMOVAL SAFETY

Storm Emergencies

The following conditions exist for all employees involved in emergency operations. Please be aware of your responsibilities.

All employees involved, including drivers, and route supervisors are expected to be available to assist in emergency operations as a condition of employment.

The Director of Public Works, or his designee, may make the decision to declare an "emergency". In most instances, employees will be advised, in advance, that their services will be required.

If a storm has been forecasted, employees will be notified during regular working hours of are reporting time, when possible. Under all circumstances all employees involved in emergency operations who cannot be reached at their primary phone number during emergency conditions are responsible to contact the Public Works Department by phone by calling 1-856-829-1476 until making contact with an emergency coordinator or their supervisor for instructions, or to leave a phone number where you can be reached when the decision is made to initiate operations.

Employees with advance leave are subject to these requirements. Employees with approved leave between December 1 and March 25 must notify their immediate supervisor if they plan to be out of the area on a scheduled trip. Approvals of out-of-town leave will be based on the amount of employees that plan on being out of the area for scheduled vacations on a seniority basis.

Employees must remain at work for the duration of the emergency. The decision to cancel the emergency will be made by the emergency coordinator or his designee.

• All lights shall be in working order on those vehicles used for plowing snow.

• Conditions shall dictate the speed at which snow is plowed. Efficiency and safety are not to be sacrificed for speed.

• Jammed Spreaders: Turn off power to the augers, open spreader box and clear jam with metal pry bar, then return to cab and activate auger. Employees are not permitted to place their hands in augers, except for required maintenance when the auger is disconnected.

• Getting on and off Vehicles: It is important to clear snow and mud from your boots. Use a firm hand grip and place feet securely when climbing on and off of vehicles. Do not jump off vehicles. Use steps and hand grips to dismount, facing the same way you entered.

• Clearing streets from curb to curb is the optimum, but employees must watch for irregular curb lines and low hanging trees. That extra foot closer to the curb is not worth damage to the equipment.

• The route map must be checked before plowing. Employees must be alert for manholes; water caps and other obstacles protruding from the pavement that can damage equipment and cause personal injury if impact slams a driver into the steering wheel.

• Intersections must be cleared thoroughly and properly. Snow must not be left in such a manner as to create a hazard.

• Extreme care and caution must be used when operating, loading, adjusting or working around the sanders. All caution instructions on both pieces of equipment must be obeyed. Employees shall never attempt to perform any kind of adjustment or maintenance while these pieces of equipment are operating.

• Employees must be conscious of the proper lifting techniques when clearing sidewalks and crosswalks with shovels.

• Employees operating snow blowers shall NEVER:

· Make adjustments or refuel while the machine is running.

· Attempt to neutralize the safety features built into the machine.

· For any reason, put hands into the machine to clear packed snow while the machine is running.

• Employees must be aware of where the snow is being blown. Debris can be picked up with the snow and become a missile.

LEAF REMOVAL SAFETY

• While operating in the street during leaf removal operations, employees shall observe all safety precautions concerning traffic and roadwork. PPE: Leather gloves, safety glasses and hearing protection.
• While operating the tractor or leaf vacuum machine, employees must wear the proper eye, ear, nose and mouth protective equipment as required by conditions (dust, noise, etc.).

• Employees must NEVER put hands or feet into any rotating piece of equipment.

• When operating the leaf blower, employees must be certain of the direction it is aimed to discharge. Debris can be picked up with the leaves and become a missile.

• Employees must ensure leaf and tree removal equipment (including the chipper) is improper working order when signing them out. Safety decals on the equipment must be obeyed. Employees shall never attempt to neutralize a safety feature built into a piece of equipment.

PARKS AND LAWN CARE SAFETY

• Good maintenance and supervision will prevent accidents to children using Borough facilities as well as yourself and fellow workers.

• Employees must ensure lawnmowers; weed whackers and any other power equipment (such as chain saws) are in proper working order when signing them out.

• Employees must never attempt to adjust or refuel a power tool while it is running.

• Employees must never attempt to neutralize a safety feature built into a piece of equipment.
• Employees must never put hands or feet into or near a rotating piece of equipment, for any reason.

• Appropriate eye, ear, nose and mouth protection must be worn, as conditions dictate (noise, dust, etc.).

• Employees shall be certain of the direction of the discharge chute. Debris can be picked up in the grass which becomes a missile.

• Keep the play area free from all loose stones, glass, sticks, refuse, broken and rusted toys and protruding objects of any kind.

• Inspect all apparatus regularly. Secure repairs immediately or remove equipment when breaks, weakness or other imperfections are present. Lubricate moving parts as required. Check for corrosion of supports.

• Be alert and check dangerous practices and use of equipment. Insist upon obedience to rules and safety measures. Teach the proper use of equipment.

• Be on the alert for worn spots, holes or depressions in play and walk areas.

• Keep safe landing spots, of sand, etc., level, full and loose.
• Stay alert when working in or around play areas. Watch out for flying balls, swinging bats, equipment and running children.

• When operating a walking lawn mower or weed whacker:


• Keep in step with machine for perfect control.


• Be careful of insects.

• Flying debris from mower/ weed whacker.

• On slopes, be sure of your footing, balance and control of the unit.

• Never pull a mower toward you.
RIDING MOWER:


• Know the controls, and how to stop quickly.


• Do not carry passengers.


• Clear the work area of objects that might be picked up and thrown.

• Disengage all attachment clutches and shift into natural before attempting to start the entire.


• Disengage power to attachment(s), and stop the engine before leaving the operator’s position, before 

making repairs or adjustments, and when transporting or not in use.

• Take all possible precautions when leaving the vehicle unattended, such as disengaging the power 
take-off, lowering the attachment(s),  shifting into neutral, setting the parking brake, stopping the 
engine, and removing the key.

• Do not stop or start suddenly when going uphill or downhill. Mow up and down the face of steep 
slopes.

• Reduce speed on slopes and in sharp turns to prevent tipping or loss of control. Exercise extreme 

caution when changing direction on slopes.

• Keep the vehicle and attachments in good operating condition, and keep safety devices in place. 
Ensure that there is appropriate tread on all tires.

• The vehicle and attachments should be stopped and properly inspected for damage after striking a 
foreign object, and the damage should be repaired before restarting and operating equipment.


• Watch out for low hanging branches and insects.

HAND AND POWER TOOL SAFETY 

The superintendent should train employees on their specific tools before employees use them on the job. Never assume that a new employee has prior safety training due to job experience. Employees are required to use the right tool for the job, keep tools in good condition, and use tools properly to reduce the risk of serious injury. Horseplay accounts for a significant number of injuries associated with tools. Although tools are simple and familiar instruments, they can still cause injury if one is not careful. By keeping respect for the tools we use, we can prevent many injuries.

Many tools are furnished by the Public Work Department. Care should be taken care with them to maintain their safe working order. If any tools wear out, break, or otherwise become dangerous to use, they should not be used and their condition reported to the superintendent. Other safety rules pertaining to hand tools include the following:
• Take good care of your tools. Many injuries result from the use of defective or unsafe tools or improper use of tools.

• Keep cutting edges sharp. A sharp tool makes the work easier, faster and safer than a dull one. Learn how to sharpen tools properly or where to have it done.

• Inspect tools regularly to note damage such as mushroomed striking heads, loose or cracked handles and bent or sprung jaws. Repair or turn in all damaged tools before they injure you or someone else.

• Tools not in use should be put away properly, on racks or in suitable toolboxes.
• If it is necessary to carry tools with you, use a holster or sheath to protect the cutting edges and pointed ends to avoid injury to yourself or others.

• Use the right tool for the job. Using a wrench instead of a hammer, a screwdriver instead of a chisel, a file or screwdriver instead of a punch, results in damaged tools and injuries.
Portable Electric Tools

Portable power tools present accident hazards also. With power tools however, the magnitude of an accident is often significantly increased. Nearly all power tool accidents are caused by lack of training, improper technique, failure to wear personal protective equipment, or poor maintenance practices.

Use power tools only after thoroughly familiar with their controls, safety requirements and operating procedures. Inspect all tools before use to see that they are clean and in good repair. Before connecting a power tool to the power source, make sure that the tools switch is turned off. Ensure all safety guards are installed. Wear safety eye, face, hand and other protective equipment. Disconnect the power source from the tool before adjusting, oiling or changing accessories.

• Never use portable electric equipment unless you know it is in good condition. Questionable items should be inspected and tested by qualified maintenance personnel. Always report defects or minor shocks on any piece of equipment.

• Portable electric tools should always be grounded, by a third either at the frame or by use of a three wire conductor and plug.

• In wet locations wear rubber boots and gloves or stand on a good insulating mat or platform. Use only low voltage equipment in such locations if possible.

• Never use or try to repair unfamiliar power equipment.

• Wires pulled or frayed insulation must be repaired before use. Splicing electrical cords is not recommended. It is better to replace the cord. When operating electrical tools in wet locations, ground-fault circuit interruption (GCFI) is necessary to prevent accidental shock.

• Electric cords should be protected from damage by oil and not left in aisles where they maybe run over by trucks or other equipment or cause a tripping hazard.

When operating portable power tools, undivided attention to their operation is required. Check power sources to portable power tools to ensure electrical cords and air hoses are in good repair.

Select power tools with the following characteristics:

• Handles long enough to distribute pressure across the entire palm, rather than in one small one.

• Designed to provide the required force for the job.

• Tools that have varied weights, sizes and handle design to accommodate worker differences.

• A handle orientation that allows the wrist to remain straight.

• Tools that minimize repetitive motions and awkward postures.

In addition, provide gloves that are designed for the function and that reduce the hazards. Provide sizes to ensure proper fit. Excessive force applied while using hand tools may result from poorly fitted gloves.

Chain Saw Safety

Operating a chain saw is inherently hazardous. Potential injuries can be minimized by using proper equipment and safe operating procedures.

Before Starting a Chain Saw

• Check control, chain tension, and all bolts and handles to ensure that they are functioning properly and that they are adjusted according to the manufacturer’s instructions.

• Make sure that the chain is always sharp and the lubrication reservoir is full.

• Start the saw on the ground or on another firm support. Drop starting is never allowed.

• Start the saw at least 10 feet from the fueling area, with the chain’s brake engaged.

Fueling a Chain Saw:

• Use approved containers for transporting fuel to the saw.

• Dispense fuel at least 10 feet away from any sources of ignition when performing construction activities. No smoking during fueling.

• Use a funnel or a flexible hose when pouring fuel into the saw.

• Never attempt to fuel a running or HOT saw.

Chain Saw Safety

• Clear away dirt, debris, small tree limbs and rocks from the saw’s chain path. Look for nails, spikes or other metal in the tree before cutting.

• Shut off the saw or engage its chain brake when carrying the saw on rough or uneven terrain.
• Keep your hands on the saw’s handles, and maintain secure footing while operating the saw.

• Proper personal protective Equipment must be worn when operating the saw, which includes hand, foot, leg, eye, face, hearing and head protection.

• Do not wear loose-fitting clothing

• Be careful that the trunk or tree limbs will not bind against the saw.

• Watch for branches under tension, they may spring out when cut.

• Gasoline-powered chain saws must be equipped with a protective device that minimizes chain saw kickback.

• Be cautious of saw kick-back. To avoid kick-back, do not saw with the tip. If equipped, keep tip guard in place.

Tree Trimming

• If applicable, it is imperative that all necessary barricades and warning devices be placed in appropriate locations to safeguard the public against injury. If it is necessary to divert pedestrians or vehicular traffic, flagmen should be used. Employees should be instructed to work within the designated work area. If this can not be done, enlarge the work area so that both the employee and the public can be protected from traffic and falling limbs.

• Sharp tools in the hands of expert rarely cause injury. Employees cut themselves because they do not know the proper way to use sharp tools. It should be a habit for all employees to inspect all tools and saws prior to using them on a trimming operation.

• Hard hats, gloves, ear protection, safety vests, goggles or safety glasses should be worn at all times during trimming operations.

• Employees must remain constantly alert to the possible hazards of power lines and falling limbs or branches.

PREVENTIVE MAINTENANCE

All drivers are responsible for ensuring that their vehicles/equipment is in safe operating condition. It is important to:

• Report defective equipment to the Superintendent. Do not operate vehicles or equipment with makeshift repairs.

• Test your brakes periodically to ensure they are ready for an emergency. Do not operate any vehicle with faulty brakes. Report this condition to your supervisor.

• Give special attention to your vehicle’s windshield, windows, wipers, and lights. Make sure they are always clean and in good working order.

• It is the driver’s/operator responsibility to check and ensure all fluids meet specified operating levels.

It is the driver’s/operator and supervisor’s responsibility to ensure that all programmed inspections, state inspections, upkeep and minor repair of vehicles/equipment are properly utilized to minimize unscheduled downtime.

DEPARTMENT OF PUBLIC WORKS

PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY

Policy:

As part of this Department’s ongoing commitment to job safety, the Superintendent expects all employees to use PPE provided by the Department in accordance with the attached guidelines.

Purpose and Scope:

The purpose of the Palmyra Department of Public Works’ Personal Protective Equipment Program is to minimize the potential for injury by providing and enforcing the use of personal protective equipment (PPE), and documenting efforts to implement the PPE program. PPE devices are not relied on as the only means to provide protection against hazards, but are to be used in conjunction with guards, engineering controls and safe work practices.

Types of PPE covered in this program include:

• Eye and Face Protection

• Head Protection

• Foot Protection

• Hearing Protection

• Hand Protection

• Respiratory Protection
Responsibilities:
Borough Council/Administrator:

• Authoring the necessary resources to provide appropriate PPE and training to employees.

• Providing support to supervisors for program implementation and enforcement.
• Setting the example for employees by wearing PPE when required.

Supervisors/Superintendent:

• Providing all required PPE to the employees working under them.

• Enforcing the PPE policy in accordance with department guidelines.

• Using disciplinary action in accordance with departmental guidelines when deemed necessary.

• Setting the example for employees by wearing PPE when required.
• Ensuring employees are trained on the proper use, care, and cleaning of PPE.

• Maintaining records on PPE inventory and training.

• Ensuring defective or damaged equipment is immediately replaced.

Employees:

• Wearing PPE as required.

• Attending required training sessions.

• Caring for, cleaning and maintaining PPE in accordance with the attached guidelines.

• Informing the supervisor of the need to repair or replace PPE.
• Showing up for work in proper attire, including work boots and work pants.

• Must wear tops with sleeves and long-legged pants. If issued shirts or other work related clothing, you are expected to wear these items. Sleeveless tops, tank tops, halters, tube tops, see-through shirts/blouses, and shorts of any type are not permitted.
Selection:

The PPE required for each job is selected based on the findings during hazard assessments of jobs and the recommendations of the Superintendent. All PPE provided by the Department of Public Works is approved by the superintendent based on recommendations by manufactures specifications for equipment and POSHA.

Hazard Assessments:

Selection of appropriate PPE to minimize the potential for injuries among employees can be accomplished by utilizing the following hazard assessments:

• Impact

• Penetration

• Compression

• Chemical

• Heat

• Harmful Dust, Fumes and Vapors
• Light Radiation

• Noise

Cleaning and Maintenance:
It is Department policy that each employee keeps his/her assigned PPE clean and properly maintained. Cleaning is particularly important for eye and face protection where dirty or fogged lenses could impair vision. PPE is to be inspected, cleaned and maintained by employees as part of their normal job duties. Supervisors are responsible for ensuring compliance of this policy. It is the responsibility of the employee to report the need for repair or replacement of any PPE assigned to him/her.

Training:

All employees will be trained on the hazards of their jobs and the required PPE, as part of their new employee orientation, by the Superintendent. This training includes:

• The hazards of their specific job and the PPE that must be used.

• Enforcement of the PPE policy.

• Proper use, care and maintenance of the PPE assigned to them.

• Procedures to replace lost, stolen or damaged PPE.

• Supervisors will also provide training to their employees via safety meetings, toolbox talks, and outside vendor.

Enforcement:

This Department will make every effort to reinforce the use of PPE on the job through employee education and positive reinforcement. However, it is the Superintendents duty to use disciplinary action when necessary to enforce the PPE policy. (See Borough of Palmyra Personnel Policies and Procedures Manual, Rev Date 10/09/2012, pgs. 166-167)
General Equipment Guidelines:

Eye and Face Protection

This Department provides the following types of eye and face protection:

Safety Glasses with Side Shields

Safety glasses must be equipped with side protection and are required to protect against flying objects/particles. Employees who wear prescription eyewear must wear appropriate safety glasses with side shields. Safety glasses that fit over eyeglasses are provided by PWD. Supervisors must approve all prescription safety glasses.

Proper use, Cleaning and Maintenance of Eye and Face Protection:

Contact lenses usually do not pose a problem when worn with eye protection. If contacts are bothering a worker, he/she should remove them immediately.

Pitted, cracked, scratched, broken or dirty lenses impair vision of the wearer. Lenses must be cleaned daily using water or a mild cleaning solution. Damaged lenses must be reported to the superintendent for replacement immediately. Employees are not permitted to wear damaged eye protection.

Hand Protection:
This Department provides the following types of hand protection:

• Cotton Gloves

• Rubber Gloves

• Leather Gloves

• Latex Gloves

Employees are required to wear gloves to protect against the following hazards:

• Mechanical injuries (cuts, punctures, crushing and scrapes) when operating or setting up machinery and equipment.

• Extreme heat or cold

• Electrical shock or burns

• Skin irritation from corrosive chemicals and solvents

• Exposure to bloodborne pathogens

• Landscaping, Trimming

Proper use, Cleaning and Maintenance of Gloves:

The following procedures apply to general use, removal and disposal of gloves:

• Inspect gloves for defects like holes, cracks and other signs of wear before each use.

• Powder hands to make it easier to put gloves on and take them off.

• Wash or rinse reusable gloves according to specified cleaning procedures after each use.

• Hold the cuff and pull the glove so it turns inside out to remove a glove. Do not pull on fingers.

• Store reusable gloves away from hot areas because they may stiffen, shrink or crack.

• Dispose of gloves containing human fluids according to bloodborne pathogen control procedures.

• Gloves should never be worn around pinch points or rotating parts where use of the glove could expose the wearer to an amputation or crushing hazard.

• Good hygiene can also help prevent injury to workers’ hands and fingers. Hands must be washed before and after using any type of chemical, even if gloves are worn.
Foot Protection
Employees are required to supply their own safe work shoe. All PW employees are required to wear appropriate work boots. Shoes other than work boots will only be worn with the Superintendents approval. Employees shall not work barefoot, or wear sandals, and sneakers/tennis shoes.
Each Public Works or Sewer Department employee shall be reimbursed $100.00 per calendar year for safety shoes provided that an original receipt is submitted and attached to a Borough Voucher. Reimbursement shall be made within 45 days of receipt.

Respiratory Protection

This Department provides the following types of respiratory protection:

• Dust Masks

Dust masks may only be worn to protect against nuisance dusts. No medical history questionnaire is required to wear dust masks.
Hearing Protection:
This department provides the following hearing protectors:

• Ear Plugs
• Ear Muffs

Hearing protection is required to be worn when employees are exposed to noise levels at or above 90dbA. Hearing protection is optional when employees are exposed to noise levels between 85dbA and 89dbA. If necessary, exposure levels will be determined by conducting noise surveys of potentially hazardous areas using a noise dosimeter.

The type of hearing protection selected depends on the preference of the employee. All hearing protection provided by the department has a noise reduction rating (NRR) of 31dbA, offering the highest level of hearing protection.

Head Protection
This Department provides the following types of head protection:

Hard Hats
BLOODBORNE PATHOGEN EXPOSURE CONTROL PLAN

Bloodborne pathogens are organisms transferred through body fluids that can cause disease in people. Examples of these diseases are HIV and Hepatitis B. The purpose of the PW Bloodborne Pathogen Exposure Control Plan is to ensure that affected employees are provided with training and use universal precautions, exposure control procedures and proper clean-up procedures when dealing with human body fluids. It is the policy of the PWD for employees to treat all human fluids as potentially infected. These procedures are known as Universal Precautions and include the following:

• Wearing protective equipment such as gloves, barrier mask, etc., when handling contaminated materials or administrating emergency care.

• Regular hand washing after handling any materials contaminated with human fluids.

At-Risk Job Tasks:

There are job tasks within our workplace where employees are at risk of exposure to Bloodborne pathogens. These jobs include:

• Cleaning restrooms

• Cleaning up blood or body fluids

• Emptying trashcans
• Repairing broken equipment
• Performing first aid or CPR

Anytime there is blood-to-blood contact with infected blood or body fluids, there is a slight potential for transmission. Unbroken skin forms an impervious barrier against Bloodborne pathogens. Infected blood can enter your system through open sores, cuts, abrasions, acne or any sort of damaged or broken skin such as sunburn or blisters. In an emergency situation involving blood or potentially infectious materials, you should always use Universal Precautions and try to minimize your exposure by wearing gloves, splash goggles, pocket mouth-to-mouth resuscitation masks, and other barrier devices.

Clean-Up Procedures:

Clean-up is a top priority and should begin as soon as possible after the incident. Universal Precautions must be followed at all times to prevent contact with blood or bodily fluids.
• Wear protective gloves.

• Pick-up any broken glass with a dustpan and brush, tongs, etc. not by hand.

• Do not use a mop and bucket unless directed by the Superintendent. This can spread contamination.

• Clean soiled area.
• Use scoop to pick up any contaminated material.

• With paper towel, wipe up remaining soil. Disinfect area using a fresh mixture of one cup of bleach to ½ gallon of water. Allow area to remain wet for ten minutes.

• Place soiled paper towels and disposable contaminated equipment in closed bag.

• Sanitize hands each time gloves are removed. Scrub exposed skin thoroughly with soap and water and change soiled clothing before returning to work.

• Contaminated instruments that are not thrown away must be disinfected and washed with soap and water.

Disposal of Contaminated Items:

• Non-sharps waste (bandages, swabs, dressings) that does not meet the criteria of regulated waste will be disposed of into domestic waste.
• Non-sharps waste considered regulated waste is placed in red biohazard bags.

• Place contaminated laundry in bags and marked as bio-hazard. Do not presoak or wash laundry by hand.

Exposure Procedures:

• Wash the exposed area thoroughly with soap and running water. Use non-abrasive, antibacterial soap if possible.

• If blood is splashed in the eye or mucous membrane, flush the affected area with running water for at least 15 minutes.

• Report the exposure to the Superintendent immediately. An Employee Accident Report should be completed by the Superintendent.

Training:

Affected employees must receive training annually in bloodborne pathogen exposure and control procedures. Training must review universal precautions, protective equipment, and cleaning procedures.
LOCKOUT/TAGOUT POLICY

The purpose of the PWD Lockout Tagout Program is to establish the minimum requirements for the lockout and Tagout of energy material sources associated with the PWD infrastructure systems (water, sewer, stormwater, parks, roads, facilities). Lockout/Tagout procedures shall be followed anytime servicing or maintenance activities associated with the energy sources at applicable systems are required.
Lockout/Tagout Associated Personnel

The following are definitions of personnel associated with the Lockout/Tagout program of the Palmyra PWD.

Affected Employee – An employee whose job requires him/her to operate or use a machine or equipment on which servicing or maintenance is being performed under Lockout and Tagout, or whose job requires the employee to work in an area in which isolation of hazards is necessary to provide a safe workplace.

Authorized Employee – A person who locks out or tags out machines or equipment in order to perform servicing or maintenance on that machine or equipment. An affected employee becomes an authorized employee when that employee’s duties include servicing or maintenance.

Site Supervisor – A person responsible for verifying that all proper lockout/tagout procedures are being followed. The site supervisor must ensure that the power disconnects, appropriate attachment of locks and tags, and proper documentation of the procedure are implemented.

Circumstances Requiring Lockout/Tagout:

Lockout/Tagout procedures shall be implemented anytime the following equipment/appurtenances require servicing or maintenance:

• Electrically-powered mechanical devices (e.g. blowers, pumps, etc.)

• Control Panels

• Electrical Connections

• Automated systems

Requirements:

• Locks, chains, wedges, or other hardware shall be provided.

• Lockout devices shall be singularly identified. They shall be the only devices used for controlling energy and shall not be used for other purposes.
• The lockout devices shall indicate the identity of the employee applying the devices.

• All machines/equipment shall be locked out to protect against accidental or inadvertent operation when such operation could cause injury to personnel. Lockout will also apply when working on or near exposed de-energized electrical circuits/parts.

• No employee shall attempt to operate any switch, valve, or other energy-isolating device that is locked out.

· Only the employee who applied the lockout device shall remove each lockout device.

• Lockout procedures must be written for each piece of equipment requiring lockout Tagout. These procedures must identify the type(s) of energy to be locked out and the method(s) used and the magnitude of energy to which employees are exposed.

Preparation for Shutdown:
• In preparation for lockout, an initial survey must be made to locate and identify all energy isolating devices to be certain which switch, valve, or other energy isolating devices apply to the machine/equipment to be locked out. More than one energy source may be involved.

• Before an authorized or affected employee turns off a machine or piece of equipment, the authorized employee must have knowledge of the type and magnitude of the energy to be controlled, and the methods or means to control the energy.
Machine or Equipment Shutdown and Isolation:

• All affected employees shall be notified that a lockout system is going to be utilized and the reason for it, before the controls are applied.

• If the machine or equipment is operating, shut it down by normal stopping procedure.

• Physically locate and operate the switch, valve, or other energy isolating devices so that the equipment is isolated from its energy sources and apply adequate hardware.

Lockout Device Application:

• Authorized employees shall lockout the energy isolating devices with their assigned individual locks.

• Lockout devices shall be applied so that they will hold the energy isolating devices in a “Neutral” or “Off” position.
Removal of Lockout Devices:

After the servicing and/or maintenance, the lockout devices are removed and energy is restored by the authorized employee only. The authorized employee will notify the affected employees that the devices were removed.

Training:

• All Lockout/Tagout training must be documented and kept on file with the JIF Safety Coordinator. Employees must be trained in the following:
• Recognition of hazardous energy sources.

• Types and magnitude of hazardous energy in the workplace.

• Methods, devices, and procedures used to lockout, verify lockout, and otherwise control hazardous energy on all pieces or types of equipment (including cord and plug connected equipment).

• Procedures for removing locks and returning a machine or piece of equipment to operation.
• Transfer of lockout responsibilities.

CONFINED SPACE ENTRY

The Palmyra PWD does not perform confined space entry.
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